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UNI TED STATES BANKRUPTCY COURT
WESTERN DI STRI CT OF NORTH CAROLI NA

ADM NI STRATI VE GUI DE
FOR ELECTRONI C CASE FI LI NG PROCEDURES

REG STRATI ON FOR TRAI NI NG I N CASE MANAGEMENT/ ELECTRONI C CASE
FI LI NG SYSTEM ( CM ECF)

A Passwor ds
Each attorney who receives training and is adnmtted to

practice in this court shall be entitled to one CM ECF
system password to permt the attorney to participate

in the electronic retrieval and filing of pleadings

and other papers in accordance with the system The

password wi || be issued after receiving court

training. A separate PACER password will be required

to access case information from the court’s Internet

websi te.

B. Training Registration

1. After completion of training with the court, each
registering attorney will select a password for
the training system Upon conpletion of the
training materials, a registering attorney may
cont act the Clerk’s Office for

sel ection/activation of a |live system password.

2. The training registration formshall be conpl eted
and subm tted for each party requesting training.
The form may be duplicated for use. Tr ai ni ng
registration can be scheduled on the Court’s
website.

3. Al registration forms shall be mailed or
delivered to the Charlotte divisional office:
United States Bankruptcy Court, Western District
of North Carolina, Post O fice Box 34189,
Charlotte, North Carolina 28234-4189, Attention:
Systens Adm ni strator.

4. Once registered, an attorney may withdraw from
participation in the system by providing the
court with witten notice of such wthdrawal.
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Upon receipt of witten notice, the court will
i medi ately cancel the attorney’s password and
wll delete the attorney from any applicable
el ectronic service |ist.

1. CHANGE I N FI LI NG PROCEDURES FOR NEW PETI TI ONS AND SCHEDULED
DEFI CI ENCI ES

A

EFFECTI VE JANUARY 1, 2002:

Any new bankruptcy case filed non-el ectronically nust
be acconpani ed by a diskette containing the pdf imge
of the conplete petition, schedules, fee disclosures
and paper matrix saved as a single file. This file
should be nanmed for the debtor and should indicate
that it is the petition. For exanple, if the debtor’s
last name is Smth the petition file would be naned:
Petition-Smth.pdf. If the new bankruptcy case is a
Chapter 13 filing, an image of the Chapter 13 plan
must be saved in pdf format as a separate, single
file. Likewse, if the debtor’s last nanme is Smth,
the imge of the plan would be saved as Plan-
Smith.pdf. In addition to providing the image files on
di skette, the creditor matrix in ASCI|-Dos Text formt
as presently required by the Court may be provided on
t he same diskette with the imge(s) or on separate
di skette. I nstructions on how to save a docunent in
PDF format and instructions for creating a creditor
matrix on diskette in ASCII-Dos Text formt are

| ocat ed on the court’s we b site
(www. ncwb. uscourts.gov) under CM ECF | nformation and
under Procedures, respectively. A scanner wll be

| ocated in the public area in the Clerk’s Ofice for
use by the Bar in scanning and saving the inage files

on diskette if needed. However, the court will not
provi de di skettes. 1In addition to providing the i mge
file(s) and matrix text file as specified above, the
non-electronic filing nust also be acconpanied by a
paper copy of the first page of +the Voluntary
Petition. The court will place the case nunber, date

stanp, and time stanp on this single page, and then
i mge and docket it for the record.

EFFECTI VE MARCH 1, 2002:
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Unl ess | eave of court is allowed to file in paper form all
petitions and schedul ed deficiencies filed by attorneys are

to be filed electronically. |If leave of court is allowed
to file in paper form the attorney will be required to
conformto the diskette requirenent |isted above.

ELECTRONI C FI LI NG AND SERVI CE OF DOCUMENTS

A Filing

1. Al'l documents should be separately filed, inmaged
and related to the pleading to which they refer,
with the exception that exhibits my Dbe
electronically filed together under one docket

nunber .
2. Exhi bits/ Attachments to docunents - including but
not limted to | eases, notes and the |ike, which

are not available in electronic form shall be
electronically inmaged (i.e., scanned) and filed
usi ng Portabl e Docunment Format (pdf).

3. Expedited Matters

a. Charl otte, Shel by and W1 kesboro - Attorneys
shall contact the judges’ <chanbers in
Charl otte by tel ephone before such expedited
matters are filed on the system

b. Asheville and Bryson City - Attorneys shall
contact the division Clerk’s Office in
Asheville by tel ephone before such expedited
matters are filed on the system

B. Service
1. Whenever a pleading or other paper is filed
el ectronically in accordance with the electronic
filing procedures, the systemw || automatically

generate a “Notice of Electronic Filing” at the
time of docketing.

2. The filing party shall serve the pleading or
ot her paper upon all persons entitled to notice
or
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service in accordance with the applicable rules,

or, if service by first class mail is permtted
under the rules, the filing party nay nake service
in accordance with 111-B-3 bel ow

3. If the recipient of notice or service is a

registered attorney in the CM ECF system service
of the Notice of Electronic Filing shall be the
equi val ent of service of the pleadings or other

paper by first class mail, postage prepaid.
C. Signatures; Affidavits of Service
1. Mai nt enance of Original Signed Docunents and
Affidavits

A. Electronically Filed Docunents

Attorneys filing docunents electronically on
behalf of their <clients my file any
docunment or affidavit (including petitions,
schedul es, amendnents, marriage affidavits,
etc.) with an actual inmage of the signature

or with an electronic signature. If the
docunment is submtted with an electronic
signature, it shall be in the format as
specified herein, with the name typed in
full, e.g. “/'sl Jane Doe” in order to
constitute an el ectronic si gnat ure.

However, whether docunents are filed with an
el ectronic signature or with an i mage of the
original signature, the original of any
docunment signed by a debtor or any notarized
affidavit nust be maintained by the filer
for a period of four (4) years after the
close of the case and be presented to the
court upon request.

B. Non- El ectronically Filed Docunents

Petitions, schedul es, statements and
affidavits, filed on diskette in accordance
with Section Il A of this Admnistrative
Gui de, may contain either an image of the
ori gi nal signature or an el ectronic
signature in the format and conpliance with

4
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Fees
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the guidelines specified in the above
paragraph (C.1.A). 1In either event, whether
the diskette <contains an imge of the
signature or an electronic signature, the
attorney for the debtor is required to
mai nt ai n al | ori gi nal si gned debt or
docunments (petitions, schedul es, statenents,
marri age affidavits, and anmendments t heret o)
for a period of four (4) years after the
close of the case and present sane to the
court upon request. This requirement
applies to all docunents signed by the
debtor which are filed with the court either
at case comrencenent or subsequent thereto,
whet her on paper or diskette, the attorney
shall maintain these originals as directed
her ei n.

Pro Se Debtors

Petitions, l'ists, schedul es, st at enment s,
amendnents, pleadings, affidavits, clains and
ot her documents which nust <contain original
signatures, or which require verification under
FRBP 1008, or an unsworn decl aration as provided
in 28 U S.C. §8 1746, nust be submtted with full
si gnat ur e. These docunments will be scanned by
the Clerk’s Office, and shall be maintained in
the Clerk’s Office after scanning.

Nurmber of Copies: Amendnent Petition/ Schedul es:
Al Chapters except 11: Oiginal plus one;
Chapter 11: original plus two for individual
Chapter 11 filing OR original plus three for
busi ness Chapter 11 filing.

Payable to the Cerk

Regi st ered Users

For filings that require a fee, application for
aut horization of credit card paynent nust have
been nailed or delivered to Ofice of the Cerk,
United States Bankruptcy Court, Western District
of North Carolina, Post Office Box 34189,
Charlotte, North Carolina 28234-4189. The Clerk’s

5



Revi sed: Decenber 18, 2001

Ofice in Charlotte will retain the original
credit card application form and provide copies
to the other applicabl e divisions.

2. Non- Regi stered Users

For filings that require a fee, current rules for
met hods of paynents nust be foll owed.

Or ders

Si gned original and copies of orders will be returned
to the submtting party for immedi ate service on the
appropriate parties. The filing of a certificate of
service with the Clerk’s Ofice is generally not
requi red; however the submtting party will paintain
a contenporaneous record of the date of service and
parti es served.

Docketing of Pl eadings or O her Docunents

The person electronically filing a pleading or other
document will be responsible for docketing the
pl eadi ng or docunment by selecting the appropriate
event fromthe categories contained in the system

Nunber of Copies Filed Electronically

No copi es are required for docunent s filed
el ectronically.

Ret enti on of Docunents

Ef fective August 1, 2001, the court will not maintain
case files for docunents filed with the court. After
docunents are processed by the court, the court wl

return original docunents and copies to the filer.
Petitions, lists, schedules, statenents, anmendnents,
pl eadi ngs, affidavits, clains and other docunents
which nust contain original signatures, or which
require verification under FRBP 1008, or an unsworn
decl aration as provided in 28 U S. 8 1746. Oiginally
executed copies which contain the debtor’s signature
or verified docunent capti on nust be nmai ntai ned by the
filer for a period of four (4) years after the closing
of the case, and upon request of the court, the filer
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must provide original docunents for review. Docunents
that the court is unable to return will be recycl ed.

| V. CONVENTI ONAL ( NON- ELECTRONI C) FI LI NG OF DOCUMENTS

A

Conventional (Non-El ectronic) Filings

EFFECTI VE JANUARY 1, 2002:

A di skette containing petitions scanned and saved in
a pdf format nust be attached to any petitions and
scheduled deficiencies filed non-electronically.
| nstructions on how to save a docunent in PDF format

are | ocat ed on t he court’s web site
(www. ncwb. uscourts. gov) under CM ECF I nformati on. A
scanner will be located in the public area in the

Clerk’s O fice.

EFFECTI VE MARCH 1, 2002:

Unl ess leave of court is allowed to file in paper
form all petitions and schedul ed deficiencies filed
by attorneys are to be filed electronically. |If |eave
of court is allowed to file in paper form the
attorney will be required to conformto the diskette
requirenment |isted above.

The following docunents shall be filed non-
el ectronically unless specifically authorized by the
court:

1. Docunents to be fil ed under seal

A nmotion to file docunent(s) under seal shall be
filed electronically; however, the actual
docunment (s) to be filed under seal shall be filed
conventional |l y. The order of the court
authorizing the filing of such docunent(s) under
seal shall be entered electronically by the
Clerk’s Ofice or the presiding judge, and shall
indicate that the notion to file docunents under
seal has been “so ordered” in accordance wth
Paragraph I11-E above. The order only shall be
attached to the docunent(s) under seal and be
delivered to the Clerk of Court.
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2. Trial Exhibits

Trial Exhibits shall be filed conventionally.
3. Transcripts

Transcripts shall be filed conventionally.
4. Cl ai ms

Clainms shall be filed conventionally.

Service of Conventional or 3.5 1Inch Floppy Disk
Filings

Pl eadings or other docunents which are filed
conventionally shall be served in the manner provided
for, and on those parties entitled to notice, in
accordance wth the Federal Rules of Bankruptcy
Procedure and the Local Bankruptcy Rules except as
ot herwi se provi ded by order of the court.

Cover Sheet for Docunents Filed Conventionally

A conpl eted cover sheet shall be attached to docunents
filed conventionally, noting the number of pages in
t he docunent.

Mai nt enance of Docunents Filed Conventionally

Petitions, lists, schedules, statenents, anmendnents,
pl eadi ngs, affidavits, clainms and other docunments
which nmust contain original signatures, or which
require verification under FRBP 1008, or an unsworn
declaration as provided in 28 U S.C.§8 1746, shall be
filed electronically or in accordance wth the
Adm ni strative Order and Adm nistrative Guide.
Originally executed copies nust be nmintained by the
filer for a period of four (4) years after the
closing of the case, and upon request of the court,
the filer must provide original docunents for review.

Recei pt of Case Nunber

Petitions and Conplaints filed conventionally under
CMECF will receive the case nunmber and copies back
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within 24 hours of filing. Enmergency filings will be
processed at the time of filing.

Envel opes

Petitions, lists, schedules, statenents, matrices,
pl eadi ngs and Conplaints filed conventionally nust
include a pre-addressed, stanped envelope, wth

sufficient postage to return processed docunents. |If
an attorney has a mail slot in the Clerk’s Ofice, it
wi Il not be necessary to provide an envel ope.

Nunber of Copi es

The court requires the following for new bankruptcy
petitions, including all schedules, and statenents
filed over the counter.

Chapter 7: 1: Image of petition, schedul es,
statements and matri x on diskette
named and saved as one file in PDF
format on diskette in conpliance
with Secti on I A of this
Adm ni strative CGuide; 2: Creditor
matri x saved on diskette (either
the same or separate diskette as
the inmage) in ASClI-Dos Text
format; and 3: One (1) copy of the
first page  of the voluntary
petition.

Chapter 9: 1: Image of petition, schedul es,
statenments and matri x on diskette
named and saved as one file in PDF
format on diskette in conpliance
with Section I A of this
Adm ni strative CGuide; 2: Creditor
matri x saved on diskette (either
the same or separate diskette as
the inmage) in ASClI-Dos Text
format; and 3: One (1) copy of the
first page of the voluntary
petition. Pro Se Filers: Submt
original and one (1) copy.
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1: Image of petition, schedules,
statements and matri x on diskette
named and saved as one file in PDF
format on diskette in conpliance
with Section I A of this
Adm ni strative CGuide; 2: Creditor
matri x saved on diskette (either
the same or separate diskette as
the inmage) in ASClI|-Dos Text
format; 3: One (1) copy of the
first page  of the voluntary
petition; and 4: Two (2) full
copi es of the petition, schedul es,
statements and matrix on diskette
i f an individual chapter 11 filing
OR three (3) full copies if a
busi ness filing, for service by
the court upon the BA, I RS and/or
SEC.

1: Image of petition, schedul es,
statenments and nmatri x on diskette
nanmed and saved as one file in PDF
format on diskette in conpliance
with Section [ A of this
Adm ni strative CGuide; 2: Creditor
matri x saved on diskette (either
the same or separate diskette as
the i nmage) in ASClI-Dos Text
format; and 3: One (1) copy of the
first page  of the voluntary
petition.

1: Image of petition, schedul es,
statenents and matrix on diskette
named and saved as one file in PDF
format on diskette in conpliance
W th Section [ A of this
Adm ni strative Guide; 2: Imge of
Chapter 13 plan nanmed and saved on
di skette as a separate file in PDF
format in conpliance with Section
Il A of this Adm nistrative Guide;
3: Creditor matrix saved on
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di skette (either the same or
separate diskette as the inmages)
in ASCII-Dos Text format; and 4:
One (1) copy of the first page of
the voluntary petition.

Conpl ai nt : Original Conplaint, cover sheet,
and one (1) sumons for each
def endant .

Amendnent Petition/ Schedul es: Al Chapters except
11: Original plus one; Chapter 11: original plus
two for individual Chapter 11 filing OR original
plus three for business Chapter 11 filing.

H. Nunber of Copi es of Pl eadings

The court will also require the follow ng nunber of
copi es of pleadings filed over the counter:

Chapter 11 Monthly Report: Original plus three
(3) copies.

Chapter 11 Disclosure Statenent: Original plus
three (3) copies.

Chapter 11 Pl an of Reorgani zation: Original plus
three (3) copies.

Chapt er 11 Appl i cation for Conpensati on:
Original plus two (2) copies.

Chapter 7 Interim Quarterly Report: Original.

Chapt er 7 Application for Conpensati on:
Original.

Noti ce of Appeal: Original

Motions, Notices, or Certificates of Service:
Original .

Briefs/Menoranda: Original plus two (2) copies.

Proofs of Clainms: Original.
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The copy requirenments |isted above include those
required for service on the trustee, SEC, IRS and the
Bankruptcy Adm nistrator. The court will only retain
original petitions, |ists, schedules, statenents and

matrices filed by pro se debtors.

V. PUBLI C ACCESS TO THE SYSTEM DOCKET

A

| nt ernet Access

Any person or organization can access the CM ECF
system for information purposes through the national
PACER system PACER passwords can be obtained by
contacting PACER directly.

Such access to the system through the Internet site
will allow retrieval of the docket sheet and
docunments. Access to the systemw |l be on a “read
only” basis.

Public Access at the Court

The public will have electronic access in the Clerk’s
Ofice for viewing the docunents and docket record
filed in the system during regular business hours,
Monday t hrough Fri day.

Conventional Copies and Certified Copies

Conventional copies of the electronically filed
docunments may be purchased at the Clerk’s Ofifice
during regul ar business hours, Mnday through Friday.
Certified copies may be purchased at the Clerk’s
Office during regular business hours Mnday through
Friday. The fee for copying and certification wll be
in accordance with the fee charged by the copy service
and/or 28 U.S.C. § 1930.
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